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Live, Interactive Webinar - Tuesday, November 12, 2024

Explore law office 
organization and standard 
practices

Learn to locate federal and 
Iowa laws and regulations

Understand the principles 
underlying ethics rules for 
attorneys and legal assistants

Paralegals
6.5 CLE Hours (Incl. 1.0 Ethics Hour)

National Association of Legal Assistants (NALA)
6.5 CLE Hours

You’ll be able to:
Manage contacts with potential clients, current clients,  
and other law firms.

Find federal and Iowa statutes, regulations and case law.

Review ethics rules for attorneys and legal support staff and learn to 
avoid the unauthorized practice of law.

Discuss civil litigation practice and consider alternatives to litigation.

Get tips on document drafting, editing and proofreading.

Fundamentals of Legal 
Assisting in Iowa

Discuss the basics of civil 
litigation in Iowa

Get tips on drafting documents

Learn about editing 
documents and updating legal 
references

Continuing Education Credits                                                                         

Basics of Law Office Management and Operation in Iowa          S. Hess
Law office organization
Staff roles and responsibilities
Awareness of attorney regulation and ethics rules
Managing contacts with potential clients and other law firms
Participating in client intake process
Creating, organizing and maintaining files
Client communications
Client billing and accounting practices

Basics of Iowa State Civil Litigation 			                M. Gau
Types of civil matters
State court vs. federal court practice
Prerequisites for litigation
Alternatives to litigation: mediation, arbitration, negotiation
The civil discovery process 
Preparing for trial
Civil trials
Post-judgment matters and appeals

Legal Ethics for Legal Assistants 			                D. Anderson
Attorney and paralegal ethical rules
Specific areas of concern for legal support staff:

•	Conflicts of interest
•	Confidentiality
•	Ex-parte communications

Avoiding the unauthorized practice of law
Working with clients, courts and opposing counsel

Locating Sources of Iowa Law 				                 M. Gau
Sources of Federal laws and regulations
Sources of Iowa laws and regulations
Finding case law
Using secondary sources
Evaluating sources and information obtained

Document Drafting and Editing			                M. Wordehoff
Legal terminology
Drafting legal documents
Editing legal documents
Updating legal references
Proofreading skills

HalfMoon Education Inc.,
Your LIVE Education Leader Presents

Agenda

Learning Objectives

Save up to 31% on Tuition!
Maximize your savings with Continuing Education 
Credit Packages and Knowledge Points. Visit 
halfmoonseminars.org and click on “NEW Packages 
and Knowledge Points” to learn more!
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Faculty
Susan Hess Hammer Law Firm, PLC, in Dubuque, IA
Ms. Hess is an attorney and shareholder with Hammer Law Firm. Her 
practice areas include Litigation, Family and Divorce Law, Personal Injury and 
Corporate Defense. She earned her B.A. degree, cum laude, from Loras and 
her J.D. degree from the University of Iowa College of Law.

Michael Gau, J.D. 
Dean of Business, Graphic Design, Paralegal, and Science at Northeast Iowa 
Community College
Mr. Gau is dean of Business, Graphic Design, Paralegals and Science with 
Northeast Iowa Community College. He earned his J.D. degree from the 
University of Iowa College of Law.

Daryl Anderson, J.D., M.B.A. 
Paralegal Instructor, Program Chair, DMACC Urban Campus in Des Moines, IA
Ms. Anderson is an instructor and paralegal program chair with Des 
Moines Area Community College. She earned her B.B.A. degree from the 
University of Iowa, her M.B.A degree from Drake University and her J.D. 
degree from Drake University Law School.

Mickelle Wordehoff, Esq., M.A., C.E.D.S. 
Adjunct Professor, Legal Technology and eDiscovery I, Legal Research and 
Writing I, Des Moines Area Community College
Ms. Wordehoff is an adjunct faculty with Des Moines Area Community 
College teaching paralegals students Introduction to Technology and 
eDiscovery and Legal Research and Writing I. She is also a freelance 
independent legal consultant in which she consults and performs 
litigation support on legal writing and research, deposition preparation, 
document review, e-discovery, drafting of discovery requests, drafting 
complaints/petitions, answering complaints/petitions, motions for 
summary judgment and client relations. Ms. Wordehoff earned her 
bachelor’s degree from the University of Iowa, her master’s degree from 
Syracuse University- Maxwell School, and her J.D. degree from Syracuse 
University School of Law.

Credit Information
This webinar is open to the public and is designed to qualify for 6.5 
CLE hours, including 1.0 ethics hour, to paralegals in Iowa. Paralegal 
certification is not required to participate in this course.

This webinar has been approved by the National Association of Legal 
Assistants (NALA) for 6.5 total CLE hours, including 4.0 substantive hours, 
1.0 non-substantive hour and 1.0 ethics hour.

Attendance will be monitored, and attendance certificates will be available 
after the webinar for those who attend the entire course and score a 
minimum 80% on the quiz that follows the course (multiple attempts 
allowed).

On-Demand Credits
The preceding credit information only applies to the live presentation. 
This course in an on-demand format is not pre-approved by any licensing 
boards and may not qualify for the same credits; please consult your 
licensing board(s) to ensure that a structured, asynchronous learning 
format is appropriate.

Learn More and Register:
www.halfmoonseminars.org
Customer Service (715) 835-5900 Ext. 1

or scan here

Break
11:45 am - 12:15 pm CDT

Afternoon Session 
12:15 - 4:00 pm CDT

Log into Webinar
8:00 - 8:30 am CDT

Morning Session  
8:30 - 11:45 am CDT

Tuition
$339 for individual registration.
$237 per attendee for group registrations of two or more people 
registering at the same time for the same program.  
That’s a savings of 30 percent!

Included with your registration: PDF seminar manual.  

How to Register
•	Visit us online at www.halfmoonseminars.org
•	Call customer service at 715-835-5900

Webinars are presented via GoToWebinar. Instructions and login  
information will be provided in an email sent close to the date of the 
webinar. For more information, please visit our FAQ section of our 
website, or visit www.gotowebinar.com.

Cancellations: Cancel at least 48 hours before the start of the webinar, 
and receive a full tuition refund, minus a $39 service charge for each 
registrant. Cancellations within 48 hours will receive a credit toward 
another webinar or the on-demand package. You may also authorize 
another person to take your place.

Webinar Information

Can’t Attend? Order the Webinar as an On-Demand Package!
Recordings of this webinar are available for purchase. See details online 
for more information and please refer to specific state licensing rules or 
certification requirements to determine if this learning method is eligible 
for continuing education credit. 

Online - Tuesday, November 12, 2024


